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) STATE Applicaﬁon for OFFICE OF SECRETARY OF STATE
OF DEPARTMENT OF ARCHIVES g HISTORY
GEORGIA RECORDS DISPOSITION STANDARD RECORDS MANAGEMENT DIVISION
1. Application Date INETRUCTIONA; Bee separate imstructions for completion [ FOR RECORDS MANAGEMENT. DION usE
] front and reverse of this form. Sign original and two copies Date Rece!ved Ayp!:ratim No. ' Date Compleied
2. Agency Application No. and forward to Department of Archives and History, Attention: MAR
- Co | Records Management Officer. ° =~ : T - 2 lg _f/ 19 1973
3. AGENCY, Division. Subdiision_& Administering Office Address e - : tutact T
I!!A'Dep.slrtment: of Transporta‘non o i:' - F )
;,Div151on of Administration kS Jim Keaton
- No. 2 Cap1tol Square - Working Tatie € i, Ne.
- AtIaﬁTa, ﬁa ”‘30334 = Lo frans Accts. Exec. 656—5239
7. ACTION REQUESTED o T
E ESTABLISH DISPQOSITION STANDARD; DISPOSE OF PRESENT ACCUMULATIONS;
RECORD WILL CONTINUE TO ACCUMULATE. NO FURTHER ACCUMULATION ANTICIPATED.
| i e e T i SuCRE T . T & e R s iR e sk T L .
8. Earliest & Latest Dates of Senes B 9. Exact Series Title i
1956 - to'date - - . . . Allotment Voucher Files . - . R
10. What is the function of the office in which this record seri"es is created
a - -, s~ .t I S we : N -;ﬁ’

The Division of Administration provides staff support to the Department in the
areas of general accounting, audits and fiscal procedutes, personnel and training,
contracts procurement and administration, equipment control, purchasing, inventory by A

and warehouse control, general files, records management, Department budget and
air travel.
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11. This file contains the following documents (include forrh numbers and titles, if any'. and file arrangeshent):

= . g -

o vroe Booey B o : I Y
Documents relating to the transfer of funds on record from one account to
another in order for the funds to be expended.

Included are: Form DOT 515 (Allotment Voucher)

The file is arranged chronologically. Q;
5 : x % \"} § ;
ATTACH SAMPLES OF THE FILE
12. EQUIPMENT OCCUPIED No. of Drawers | Cu. Ft. of Recoiids No. of Drawers Cu. Ft. of Records
T ANNUAL RATE OF ACCUMULATION :
Letter-size File Drawers 50 75 5 7%
‘~_ In Office(s) In Storage Area(s)
Legal:size File Drawers . Floor Space Occupted (Square Feet) Jr—————""—""""=""
‘ This Last Preceding] ATl Priox
Year's Year’'s Year's Year's
AVERAGE DAILY REFERENCES 50 5 1 1

v Form: AR-50-71 (Rev, 72)
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QUESTIONNAIRE Place an "x” in the proper column. If answer is "YES.” plcase expl;lin YES 'No

G AR T AR T I e R e

13. Is this the Record Copy of the series? [ ¥] [ 1
: A
14. Is there a duplication of this series in another office or agency? . 01 [x]
15. Is the information contained in this series ever summarized or pL;inshed? Attach copy of summéry or publication. [ X] L]
It is summarized on the Detailed Transaction Register; a monthly computer printout.
16. Does the series contain classified information requiring security handling? - ' [ 1 [x]
;] w' X N g
17. Does the series initiate, amend of terminate agency policies and procedures.? [ 1] ?f]
: : N . TR Pl
18. Could the function be performed if the files were lost or destroyed? ¥ S | M W)
Could reconstruct from project allotment file. -
19. Is the series {or major portion of it} regularly microfiimed? If yes, why? [ 3 ]
20. Does the record series provide data as input to an EDP file? [ x] [ 1]
Data from this file is processed onto an EDP tape. '
21. Does the record series contain documentation produced as EDP printout? The Detailed Transaction =1 [ 1
Register is documentation produced frdm this récord series. It is an EDP Printout. -
22. Has the Federai Government issued instructions governing retention/disposition of these files? [ 1] [x]
23.§:Will theTe be 2 fleed for these records 10, 15 Years frémi now? If yed, what? - & - - - ol -] ‘[x}
“f . - . - . - . - . . . PP - - T - = - F- - M
~ 1 o«
24__REQUIREMENTS. The following requires the filestobe kept .~ ________years: bt
wE L P
A - : A B
a. [ JSTATE b. [ ]STATUTE OF, c. [S{JAUDIT d. [ ]FEDERAL e. [ 1ADMINISTRATIVE f. [ ] HISTORICAL
™, £LAW .+ LIMITATION . PERIOD AW DECISION _ VALUE
3 o (Cite Law, Statute, or other reason for the retention requirement)” - - P
For control, review, and analysis, the allotment voucher file is needed
until after the State audit.
25. AGENCY RECOMMENDATIONS: This agency recommends that the file series be cut off at the end of each -
-[ ] CALENDAR YEAR  -[ X] FISCAL YEAR -[ 1 Other then:
[ 1 Hold in the current files area _._ . month(s)l,,.;_..' ........ year(s):
[ Eaﬁsfe; to [ ] Stafe Records Center [ ] Local Holding Area; hold ... year(sh: . . .o o= L o
{< : Destroy. A N T - o R : R R /
[ ] Transfer to State Archives for permanent retention. -
[ ) Destroy immediately after cutoff. - o Tt '
E:“'T Other: {Specify) Destroy after the State Audit is completed. L
FR 3 .- -
{indicate briefly rationale for recommendations above/or write additional remarks):
, . Al - '
Attach Samples of the Series %Rm 3’ W nagem [~ Q _.17 a Date
e J Mo Head of JAg 7
26. Recommendations [¥1Approved [ 1] Disapproved R Date
De ent of Andits/Design V
in Paragraph Approved Disapproved ’ Date
ragrap State [ D}/np_ [ 1] PP JQMJ»—A ¥\ \pﬁ,\ 3- 1375
. ‘ -, d . Secrelary of State/Designe J Date 7
25 are: Records FX./]% [ ] Disapproved é/‘! iy j o, e 291
Committee Al oved Disa ed W Date
[V]/pprv [ 1D pproved sy l E Y,

T '
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